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Irregularity What you should do How to fill out the IR

Incorrect, Missing, Damaged, or Defective Materials

Materials missing 
or damaged before 
testing

Call School 
Day Support 
immediately.

Notify your test coordinator. Report if any materials are 
missing or damaged; if you detect any loss, theft, or 
tampering; or if the serial numbers on the test books 
don’t correspond with those on the shipping notice.

Bubble Page 1, Section 6— 
“Missing materials.”

Missing materials 
during testing

Call School 
Day Support 
immediately.

�� Wait until a scheduled break or the end of the testing 
session to account for the missing materials.

�� Don’t allow any student to leave the testing room until 
materials are accounted for.

�� If materials aren’t located, put monitor in charge of the 
testing room and contact the test coordinator.

Test coordinator: Follow instructions from School Day 
Support for ordering makeup materials.

Explain the circumstances fully.

Bubble Page 1, Section 6— 
“Missing materials.” Fill in 
the testing room code in box 6b.

In the Comments section, note the 
serial number of any missing test 
books.

Missing test book 
after testing

Call School 
Day Support 
immediately.

If a test book is discovered missing after students 
have been dismissed, do not return any test materials 
until after you have spoken with a College Board 
representative.

Explain the circumstances fully.

Bubble Page 1, Section 6— 
“Missing materials.” Fill in the number 
of students affected in Section 6a, 
fill in the testing room code number 
in Section 6b, and list the affected 
student(s) on Page 4, Section 11.

Insufficient 
number of answer 
sheets

Call School 
Day Support 
immediately.

If you don’t have enough answer sheets for all students 
testing, call School Day Support immediately for 
instructions on how to proceed.

Bubble Page 2, Section 7b,  
Other Issue—“Other” and write 
“Insufficient answer sheets.”

Defective answer 
sheet

�� Replace defective answer sheet. Direct the student to 
print their name on the new answer sheet, then continue 
with the next question.

–– If testing time is lost because of defective answer 
sheet, allow the student to make up the time, and 
complete the demographic information, at the end of 
test administration.

–– Important: After testing is over, have the student 
completely grid their name (1), school information 
(2–4), student ID number (5), if available, grade level 
(6), date of birth (7), gender (8), test type (9), and 
fields A–D on the back of the answer sheet. Make 
sure these items are completed on both answer 
sheets, and clip both answer sheets together.

–– Return with other used answer sheets.

�� If an extra answer sheet is not available, follow the 
procedures in this chart under “Insufficient number of 
answer sheets.”

Describe the defect and note any loss 
of testing time. If time was made up, 
indicate when. Include the litho code 
(8-digit serial number) from the front 
of answer sheet. If a defective answer 
sheet has no student marks on it, 
attach it to the IR.

Bubble Page 2, Section 7b, Defective 
Materials Issue—choose listed specific 
issue or choose “Other” and describe in 
the Comments section on Page 3.

If there are 2 answer sheets with student 
marks on them, also bubble Page 2, 
Section 7b, Student Errors/Issue—
“Student needed second answer sheet.”
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Irregularity What you should do How to fill out the IR

Defective test book 
or flash drive

Call School 
Day Support 
immediately if the 
defect appears in 
several test books.

�� Replace the defective book or flash drive if you have an 
extra with the same cover/packaging that doesn’t have 
the same defect. If able to replace, direct the student to 
continue testing with original answer sheet.

�� If the defective test book or flash drive causes a loss of 
testing time, allow the student to make up the time for 
that section at the end of test administration.

�� If the test book or flash drive can’t be replaced, dismiss 
the student and tell them they’ll take a makeup test. Add 
this student to your list of makeups needed and order 
makeup testing materials. For students testing during the 
accommodated window, call the SSD office for guidance.

�� On the front cover of the test book, print “Defective” and 
identify error, school code, and location and nature of 
defect.

Identify the student. Describe the 
defect. Note the loss of testing time. If 
the time was made up, indicate when 
and attach test book to the IR.

Bubble Page 2, Section 7b, Defective 
Materials Issue—choose listed specific 
issue or choose “Other” and describe.

Pre-recorded audio 
(MP3) streaming 
issues

If administration 
is compromised, 
call the SSD office 
immediately.

�� Consult the troubleshooting instructions for MP3 
streaming in the SAT School Day Accommodated Testing 
Manual for more information.

�� If issue causes a loss of testing time, allow student(s) 
to make up the time for that section if possible. If not 
possible, call the SSD office.

Note the impact of the issue and 
section(s) affected.

Bubble Page 1, Section 6, “Defective/
incorrect materials” (for a group).

Bubble either Page 2, Section 7b, 
Defective Materials Issue—“Blank 
or defective MP3 audio or ATC 
test format,” or Page 2, Section 
7b, Defective Materials Issue—
“Intermittent problems with MP3 audio 
or ATC test format,” as appropriate (for 
an individual).

Security Violations/Student Misconduct

Observed 
misconduct

Call School 
Day Support 
immediately.

If you observe a student removing a test book or parts of 
a test book or attempting to impersonate another student:

�� Note the student’s name. Collect the test book and 
answer sheet, notify the test coordinator, and dismiss 
the student into their custody. Do not readmit the 
student to the testing room.

�� If the student attempted to remove all or part of a test 
book, on the front of the test book, note the student’s 
name and write “Attempted theft of test book.”

�� If pages are missing or damaged, indicate which pages 
on the IR.

Test coordinator: Don’t dismiss the student until you 
have called School Day Support.

Attach test book to IR. Provide the 
student’s name.

Bubble Page 2, Section 7b, Student 
Errors/Issue—“Student removed or 
attempted to remove test materials” 
or “Student impersonated another 
student.” Note test book serial number 
and, if applicable, pages and sections.

Student leaves 
during test

�� If a student is leaving for reason of illness, see the 
Irregularity Chart entry for “Illness.”

�� If a student is leaving to use the restroom, permit 
student to leave test room temporarily. Collect test book 
(confirm that it contains test content and no pages 
have been removed) and answer sheet. Return them 
when student reenters. Do not allow extra testing time. 
Recheck the ID of any student you don’t know who left 
the room for a break.

�� If a student is leaving for another reason, if warranted, 
collect test book and answer sheet and permit student to 
leave without completing test.

Attach test book to IR. Provide the 
student’s name.

Bubble Page 2, Section 7b, Student 
Errors/Issue—“Student left early/left 
without permission.” Note test book 
serial number and, if applicable, pages 
and sections.
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Irregularity What you should do How to fill out the IR

Test book misuse/
working on the 
wrong section

Call School 
Day Support 
immediately.

If a student is seen looking through or opening the test 
book before or after time is called, working on a wrong 
section, or working past the permitted time:

�� Ask the student to close test book or direct student 
to proper section of test book. Warn the student 
individually that a subsequent violation will be grounds 
for dismissal. (You don’t need to complete an IR for a 
warning.)

�� If behavior continues, collect the test book and answer 
sheet. Notify the coordinator and dismiss the student. 
Do not readmit the student to the testing room.

�� Fill out an IR.

�� Return answer sheets with other used answer sheets.

If you dismiss the student, note the 
section(s) affected, and attach the test 
book. Provide the student’s name.

Bubble Page 2, Section 7b, Student 
Errors/Issue—“Student worked after 
time called,” or “Student worked on 
wrong section,” or “Student obtained 
improper access to test/part of test.”

Note the duration of the violation, if 
applicable.

Use or possession 
of test content /
answers

Call School Day 
Support.

If a student is observed using or distributing test 
content, including answer keys or images of test 
pages, at any time in the test site, including during 
breaks, collect as much evidence as possible:

�� Collect the device, answer key, or other prohibited aid.

�� Follow procedures to dismiss the student from the 
testing room:

–– Inform the student that you must write up the 
incident and that their scores will be invalidated.

–– Collect test book and answer sheet, and dismiss the 
student. Do not allow them back in the testing room.

�� Before returning any devices to the student, the 
coordinator should:

–– Determine if images of test content were captured 
and/or distributed.

–– Take a photo of any applicable smartphone screen or 
recorded answer key to return with the IR.

–– After collecting evidence, ensure that any test 
content is deleted before the device is returned to the 
student.

�� Don’t return any written answer keys to student. Any 
written answer keys and/or images of answer keys 
should be sent to College Board for investigation.

Bubble Page 2, Section 7a, Action 
Taken—“Dismissed.”

Bubble Page 2, Section 7b, Student 
Errors/Issue—“Student gave or 
received help,” or “Student used a 
phone or prohibited device, or it made 
noise.” Mention any other relevant 
specifics, such as use of an answer key, 
in the Comments section on Page 3.

Noise or 
disturbances made 
by prohibited 
devices

If a student’s prohibited device produces noise or 
other disturbances while in their own possession:

�� Follow the instructions in “Observed with prohibited 
electronic devices.”

If a student’s phone produces noise or other 
disturbances while in the proctor’s possession or 
stored away from the student’s desk:

�� This shouldn’t be considered grounds for immediate 
dismissal, as long as the device isn’t under the desk or 
otherwise in the student’s possession.

�� The proctor should turn off the phone to prevent 
additional disturbances during testing.

�� The proctor should warn the student who owns the 
phone that additional disturbances will result in 
dismissal.

�� You don’t need to report these actions on an IR.

An IR is not needed for an initial 
warning.
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Observed with 
prohibited devices

Approved medical 
devices such as 
insulin pumps (that 
are not connected 
to a cell phone) are 
allowed.

If the student is observed with any prohibited 
electronic device in the testing room or during a break, 
whether or not they are using the device:

�� Tell the student to hand it to you immediately.

�� Inform the student that you must write up the incident, 
their scores will be invalidated, and the device will be 
returned. The student may be eligible for a makeup:

–– If the student used or accessed their phone or device, 
including in response to a noise or alarm, the student 
is not eligible for a makeup test.

–– If the phone or device made a noise but the student 
was not using or accessing the phone, submit a 
request for makeup materials. For makeup testing, 
plan to collect their phone or prohibit the student 
from bringing a phone into the testing room.

�� If test content is detected on the device, follow 
instructions in this chart under “Use or possession 
of test content through answer keys or images of test 
pages” to collect and inspect any prohibited aids or 
electronic devices.

�� Collect the test book and answer sheet and dismiss the 
student from testing. Don’t readmit the student to the 
testing room.

Test coordinator: If you suspect the device was used 
to share test information, immediately call School Day 
Support while the student is still present.

Note that the device made noise or was 
in use. Attach the test book to the IR. 
Provide the student’s name.

Bubble Page 2, Section 7a, 
Action Taken—“Dismissed”—and 
Did student complete testing?—“No.”

Bubble Page 2, Section 7b, 
Student Errors/Issue—“Student used a 
mobile phone or prohibited device, or it 
made noise.”

Indicate the type of prohibited aid used 
in the Comments section on Page 3.

Calculator misuse/
prohibited aids

(Unless approved as 
an accommodation)

If a student is seen using a calculator on a noncalculator 
section or using more than 1 calculator (except in case 
of a malfunction) or using a prohibited aid (as listed 
in Prohibited Devices and Aids on page 13) either 
during the test or during breaks:

�� Warn the student individually to stop use of the 
prohibited aid.

�� Tell the student that a subsequent violation will be 
grounds for dismissal. (You don't need to complete an IR 
for a warning.)

�� If the student continues, collect the test book and 
answer sheet and dismiss the student.

�� On the front cover of the test book, note the student’s 
name and write “Prohibited item.”

�� If the calculator or aid is on a mobile phone or other 
prohibited electronic device, dismiss the student, 
following procedures listed in this chart under 
“Observed with prohibited electronic devices.”

Attach the test book to the IR. Provide 
the student’s name.

Bubble in Page 2, Section 7a, Action 
Taken and “Did student complete 
testing?” as appropriate.

Bubble Page 2, Section 7b, Student 
Errors/Issue—“Student used an 
unauthorized aid.” Indicate the type of 
aid used in the Comments section on 
Page 3.

For students using a calculator on a 
noncalculator section, bubble Page 2, 
Section 7b, Student Errors/Issue—
“Student used calculator on a non-
calculator section.”
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Irregularity What you should do How to fill out the IR

Refusal to follow 
instructions

If behavior is 
caused by an 
uncontrollable 
manifestation of 
a disability, call 
the SSD office for 
assistance.

If a student is observed disturbing others, refusing 
to follow instructions, giving or receiving help/
information, or discussing test or Essay questions:

�� If the student is using an electronic device to share 
information or test content, follow instructions under 
“Use or possession of test content through answer 
keys or images of test pages” to collect and inspect any 
prohibited aids or electronic devices.

�� Inform the student that you must write up the incident 
and that their scores may be invalidated.

�� Collect the test book and answer sheet and, if possible, any 
information being shared and dismiss the student from 
testing. Do not readmit the student to the testing room.

Test coordinator: Do not dismiss student until you 
have spoken to a College Board representative.

For copying and communications 
infractions, describe the incident. Note 
the type of infraction and explain the 
circumstances completely. Attach the 
test book to the IR.

Bubble Page 2, Section 7a, 
Action Taken—“Dismissed”—and 
Did student complete testing?—“No.”

Bubble Page 2, Section 7b, 
Student Errors/Issue—“Student 
failed to follow test administration 
regulations” or “Student gave or 
received help.”

Misadministration

Seating 
requirements not 
followed

See Seating Requirements on page 4. If these 
regulations aren’t followed, fill out the IR.

Bubble Page 1, Section 6— 
“Staff did not follow seating 
requirements.” Fill in the testing room 
code in field 6b and list the affected 
students in the Comments section.

Accommodations 
given that were not 
approved

(Including time and 
one-half support for 
EL students)

�� Stop testing and collect the student’s test materials and 
answer sheet.

�� Advise the student that they received accommodations 
that were not approved and they will need to retake the 
test on the makeup date.

�� Dismiss the student.

�� The student is eligible for a makeup.

–– Add the student to your list of possible makeups 
needed and order makeup testing materials as soon 
as possible.

–– If you need to order materials after the makeup 
ordering deadline, call School Day Support 
immediately to request materials.

–– If the student is approved for accommodations that 
require testing during the accommodated window, 
contact the SSD office.

Provide the student’s name. Note 
accommodation given and actions 
taken.

Bubble Page 2, Section 7b, Test 
Delivery Issue—“Staff gave incorrect, 
unapproved, or no accommodations.”
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Irregularity What you should do How to fill out the IR

Approved 
accommodations 
not given

�� Advise the student that their approved accommodations 
were inadvertently not provided.

�� Offer the student the option to continue testing without 
the approved accommodations or to stop testing.

�� If the student chooses to stop testing, collect the test 
materials and answer sheet and dismiss the student. 
Tell the student that the school will contact them about 
further testing options.

�� The student may be eligible for a makeup.

–– Add the student to your list of possible makeups 
needed and order makeup testing materials.

–– If you need to order materials after the makeup 
ordering deadline, call School Day Support 
immediately to request materials.

–– If the student is approved for accommodations 
that are administered in the accommodated testing 
window, contact the SSD office.

Provide the student’s name. Note 
accommodation not given and actions 
taken.

On Page 2, Section 7a, Student 
Information, indicate whether student 
completed testing or not.

Bubble Page 2, Section 7b, Test 
Delivery Issue—“Staff gave incorrect, 
unapproved, or no accommodations.”

Disturbance or 
other distractions

Call School Day 
Support if guidance 
is needed or the 
problem can’t be 
resolved.

If possible, reduce or eliminate the source of 
disturbance (such as loud and incessant noise, 
excessive heat or cold, etc.) or move the students. If 
testing must be interrupted:

�� Ask students to insert answer sheets in test books, close 
test books, and sit quietly until the situation is resolved.

�� Monitor students at all times inside and outside the 
testing room. Remind students that use of electronic 
devices and talking are not permitted.

�� If evacuation is required, refer to “Interruption” earlier in 
this chart.

�� Note stop time and inform students that the testing time 
will be adjusted.

�� Once testing resumes, adjust testing time.

�� Tell students to send a test day complaint email (address 
in the front of this manual) by the fourth weekday from 
the test date if they feel they were affected.

�� If you were unable to resume testing, follow the 
instructions under “Interruption” earlier in this chart.

Note the length and impact of the 
disturbance.

Bubble Page 1, Section 6— 
“Disturbance/interruption.” Fill in the 
number of affected students in field 6a 
and the testing room code in field 6b. 
If no testing room code is available, 
list the individual students and their 
answer sheet litho codes. If testing 
room codes are not in use, list the 
affected students in the Comments 
section.

Undertiming

Call School Day 
Support.

�� If a section hasn’t yet been completed, permit students 
to make up any undertiming on a section before 
concluding the section, allowing a break, or dismissing 
students.

�� Allow the full testing time for unaffected sections. Do 
not go back to any sections that have already been 
completed.

�� Students may be eligible for makeup testing. If so, order 
makeup testing materials. If you need to order materials 
after the makeup ordering deadline, call School Day 
Support immediately to request materials.

Note the section(s) affected and length 
of timing discrepancy.

Bubble Page 1, Section 6— 
“Undertiming” (for a group), or 
Page 2, Section 7b, Student Errors/
Issue—“Test was undertimed” (for an 
individual).
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Irregularity What you should do How to fill out the IR

Overtiming

Call School Day 
Support.

Proctor: End the section that has been overtimed 
and notify the test coordinator. Proceed with the 
administration without adjusting any other sections.

Test coordinator: Students may require makeup 
testing. If so, order makeup testing materials. If you 
need to order materials after the makeup ordering 
deadline, call School Day Support immediately to 
request materials.

Note the section(s) affected and length 
of timing discrepancy. Ensure the start 
and stop times are included.

Bubble Page 1, Section 6, “Overtiming” 
(for a group), or Page 2, Section 
7b, Student Errors/Issue—“Test 
was overtimed” (for an individual). 
Complete the Comments section and 
student information, and sign.

Testing staff issues

If staff actions 
potentially 
have caused a 
misadministration, 
call School Day 
Support.

In the case of distracting behavior or incorrect 
directions, quietly point out the behavior and ask the 
staff member to correct it. If the behavior persists or if 
incorrect materials are used during the administration, 
call School Day Support immediately.

Note the impact of the issue and the 
section(s) affected.

Bubble Page 1, Section 6 (for a group) 
or Page 2, Section 7b—“Test delivery 
issue” (for individual irregularities)—
choose correct issue from list. Complete 
the Comments section and student 
information, and sign.

Student Issues

Student changing 
from standard to 
accommodated

The test coordinator may allow a student to change 
from standard to accommodated testing when they 
have confirmed the student’s eligibility approval. The 
test coordinator will follow these steps as long as they 
have appropriate materials and enough staff and space 
available:

�� Mark the student as moved on the standard room list.

�� Add the student to the NAR and note their SSD 
eligibility number.

�� Write a note for the student to present to the proctor of 
the room they’re moving to, asking that they add them to 
their room roster.

�� Provide the appropriate testing materials for the student.

No IR is needed.

Excessive breaks

Call School Day 
Support if there is a 
security concern.

�� Ask the student the reason for excessive breaks. (Is the 
student ill?)

�� If the student is ill, follow the instructions in this chart 
under “Illness.”

�� Collect the test book and answer sheet (fan the test book 
to ensure test content has not been removed); return 
them when the student reenters. Do not allow extra time.

�� Have the room or hall monitor check where the student 
is going during breaks.

Note the student’s name.

Bubble Page 2, Section 7b, Other 
Issue—“Other.”
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Illness �� Permit the student to leave the test room temporarily. 
Collect the test book (confirm it contains test content 
and no pages have been removed) and answer sheet; 
return them when the student reenters. Do not allow 
extra testing time.

�� If the student is unable to continue, advise them of the 
cancellation policy. (The cancellation policies are given 
in the SAT script, just before dismissal of students.) If 
the student cancels their scores, you may order makeup 
testing materials, counting the student as an absentee.

�� If an answer sheet becomes soiled due to illness or 
bleeding, inform the student that it can’t be scored.

–– If the student wants to continue, provide a new 
answer sheet and allow the student to transcribe 
earlier answers after test books have been collected. 
Discard the soiled answer sheets—do not return 
them. Return soiled test books in plastic, if possible.

�� If illness results in a disturbance, see instructions for 
“Disturbance.”

Note length of absence, the student 
name(s), and question(s) affected. Note 
whether answer sheets were discarded, 
the reason, and the serial number, if 
possible.

Bubble Page 2, Section 7b, Student 
Errors/Issue—“Student became ill.” 
(Also bubble Page 2, Section 7a, 
Did student complete testing?— “Yes” 
or “No”). You may also add a comment 
if the student plans to test on the 
makeup date.

Answers placed 
incorrectly on 
answer sheets

�� Provide a new answer sheet if the student has misplaced 
answers on the answer sheet. No erasures or transfers 
are permitted.

�� If no extra answer sheets are available, follow the 
procedures under “Insufficient number of answer 
sheets” earlier in this chart.

�� Tell the student to print their name on the new answer 
sheet, then continue in the appropriate place.

�� Important: After the test is over, have the student grid 
their name (1), and date of birth (7), and Form Code (A) 
on the back of the answer sheet. Make sure that both 
answer sheets have these items completed, and clip both 
answer sheets together.

�� Test Coordinator:

–– For standard test takers, pack these answer sheets, 
along with any other such ancillary materials, on top 
of the rest of the used answer sheets for standard 
test takers.

–– For students testing with accommodations, return 
these answer sheets in the white Accommodated 
Testing Envelope.

Provide the student’s name on the IR.

Bubble Page 2, Section 7b, Student 
Errors/Issue—“Student misplaced/
misgridded answers” (1 answer sheet 
only), or “Student needed second 
answer sheet.”

Answers written in 
test book, not on 
answer sheet

Call School 
Day Support 
immediately. This 
irregularity does not 
apply to students 
with an approved 
accommodation 
that allows them 
to write answers in 
their test book.

�� Notify the student that no credit is given for answers 
recorded in the test book, and no extra time is allowed to 
transcribe answers to the answer sheet.

�� Monitor them to make sure they’re not going back to add 
answers to sections that have concluded (see Test book 
misuse/working on the wrong section on page 45).

�� Answers recorded in the test book may not be 
transferred to the answer sheet after the test by either 
the student or school personnel.

Note the reason why the student 
wrote the answers in the test book on 
the IR. Attach the test book to the IR. 
(No credit is given for answers recorded 
in the test book unless College Board 
has approved this accommodation.)

Bubble Page 2, Section 7b, Student 
Errors/Issue—“Student recorded 
answers in book without approved 
accommodation.”
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Answer sheet 
left blank or 
completely erased

�� Notify the student that you’ve observed this behavior. 
Indicate that if the behavior persists, you will report it.

�� If the student is trying to erase all answers, tell them 
that the answer sheet will be scored unless they cancel 
the scores by the fourth weekday after the test.

�� If the student wants to cancel the test, provide an SAT 
School Day Request to Cancel Test Scores form and 
have the student complete and sign it.

�� If the student continues to not mark any answers, collect 
the answer sheet and test book and dismiss the student 
from testing if they create a disturbance.

Explain the circumstances fully. Note 
the student’s name.

Bubble Page 2, Section 7b,  
Student Errors/Issue—“Student 
failed to follow test administration 
regulations.”

Calculator 
malfunction

�� Allow the student to replace batteries or try a backup 
calculator, if available. If the problem persists, the 
student can choose to continue or to cancel scores. If 
they continue, do not allow extra time.

�� If the student decides to cancel, inform them that their 
scores will still be sent to the state but will not be sent 
by College Board to the student’s chosen colleges or 
scholarship organizations.

�� Provide an SAT School Day Request to Cancel Test 
Scores form and have the student complete and sign it. 
The proctor must also sign.

Document the malfunction on the 
Irregularity Report.

Bubble Page 2, Section 7b,  
Student Errors/Issue—“Student had 
calculator malfunction.”

Fields A–C on 
answer sheet 
incomplete

Locate the student’s test materials and direct them to 
fill in the information for fields A (Form Code), B (Test 
ID), and C (Test Book Serial Number) on their answer 
sheets.

OR

If the student did not write their name on the test book, 
or if the irregularity is found after students have been 
dismissed, note on the IR and return the answer sheet 
with other answer sheets.

No IR is needed.

Test question 
ambiguity

Direct the student to give the best possible answer. 
Tell the student a report will be submitted. If the 
student expresses concern after the test date, tell 
them to report the test form, test section, content of 
question, and nature of the error as soon as possible 
to satquestion@collegeboard.org.

Indicate name and address of student 
who reported ambiguity or error, 
Form Code, section, and test question 
number.

Bubble Page 2, Section 8—choose 
correct issue and provide listed 
student information. Fill in Section 9, 
Comments.

mailto:satquestion@collegeboard.org
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